RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publncatlon No. 76~RM—1 for instructions on completing this form. Forward signed original to
) Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

IUI:PAFITMENT OF ARCHIVES AND HISTORY l

: " FOR AGENCY USE 1. Agef\cy Address | FOR RECORDS MANAGEMENT USE
Apphication Date Georgia Ports Authority Application Number

; 2/26/8;1 EnforcemenT/Safe'ry/Rlsk Office . S 78 2 40 "A

o _ Post Office Box' 2406 o — _

: application Number Savannah, Georg ia 31402 . ‘ Date‘ﬁecewed - Date Cornpleted
_o#0 | - APR 6 1987 | MAY 28 1987 |

_ 2. Parson to Contact Working Title Telephons Number
_Nancy Morgan _m;i:£:Secre+q5yw;F_ (912) 964-3901

; 3. Action Requested o - T o N

i 2. 3 Estaousn Retention Schedule; record will continue to accumulate.
' b. [ Dispose of present accumulation: no further accumulation anticipated.

;.h,;”;:, .. X amend Applization Np. _197<% 40-A Check QOne: 7X Change; (1 Supercede; O Void
L vets of Rariss 15, Pecords Series Title {fol!oy-, b, tive used in offics; if different)
i Sartent Latest 4 : :
1980 _mlA To Date ;__Insurance Policies File =

s and SHica Funct-an "What is the function of the Division and the Office in whsch this re record series is crea ed?

This office evaluates and recommends appropriate insurance coverage, reporTs settiements
of claims by and against GPA to Director of Administration; approves solutions regarding
liability and payment; ensures adherence of Safety and Loss Control Policy of G.P.A. on
behalf of all managers, supervisors and employees; oversees acclident prevention program
for improved policies/procedures; ensures that all federal, state & local industrial
safety requirements are met; supervnses Port Police Deparfmenf supervises and maintains
accident record systems.

A gt i sl s o

|
1
3

[T?;;B}”d Series Description

i Tocuments reiating to:

swuzed ares

File is arranged:

. T i, = A R L e ¢ A i L - i - o . —

This file contains the following documents (include form numbers and titles, if any}
Attach samples of the file,

Insurance policies for G.P.A. \ . ‘

Policies and related correspondence.

e e s ———

Alphabetically by company name.

8. Monthly Reference Rate

How often are records referred to which are:

One to six months old ___Z_QQ___.: -Sevé'n to twelve months oid __IQQ__.__._. Thirteen to twenty-four months oid _;'L_,____
wenty-five months and older 7 May need to reference back occassionally.
9 Annual Rate of Accumulation of Remrds : 1 ]
- Lettersize drawers ; Legal size drawers : Shelves : Other (specify) —
. ' i
AA—50-71. Rev. 78 T (Over)
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. . . Ll -
vEs | NO | 10. Questionnaire  {Place ai™~*X'" in the proper column) f"‘\

a. Is this the official copy o1 .¢ series? L C o, s
X ___If not, where is it?

b. Does the series oontfn confidential information requiring security handling? If yes, cite law or re.gulati\on.

X | ¢ Is thisa vital record? ! AT

% d. Does this series have hlstoncal or long term research value? . .

e. When one or two documents in'the file make it necessary to kgep the entire file for a long period, could these
X documents be scheduled separately? .

x4 f o lsthe mfmmsammmh_smmbﬁwch copy,

i g. s the information contained in this series ever analvzed and/or recorded in a summarized report?

I N %‘....... .. If ves, attach cooy,
- a . Is there a duplication of this series in your office, or in another office or agency?
X If ves, whera?

et —sed Lo 15 this series {or mWMMm:mpfﬂmed’ .

_ .s._.?f.(.,,i. Deces the record series result in a_coraputer printaut?

, 11, Patention Requiraments 4 The following requires the series to be kept:
: a. Stae Low years, d. Audit period : _.years,
o ’3=”';tﬂ cf "ﬂit;:‘ac_,n JRR—— T | % e. Administrative need 4"12_ ~.Yyears.

TR o e :_iﬁ:’j‘“‘;___years— “-— = f, Federairaention instructions ——————__:— . years.

)
At a:h oy of anzeopt of ‘z 4 or reguiat? oS, ._xplam administrative need

As Iong as policy is applled against a claim, we should retain a copy of the policy
with the claim regardless of whether the policy has expired.

4

3_ 12. Apocraved Disposition Instructions This agency recommends that the file series be cut oft at the end of each:
O Calendar Year: O Fiscal vear: ¥ Other Once policy expires then,

. T Maidin the current filesaraa . _month{s) ____ . ... year(s); then

i L Thamfer yinrat holding wea hely year{s}; then
Do iremstar o 53tz maioins oL ho'd _'__‘___H___*_if'sgg;":si; ihan
D Testran
Z'] psfer ot Atgsr archiyzg “or permanent ~etentien,
P "‘Yr'or TRt ‘

[y

‘Upon expiration of policy, remove from active file and place in inactive file; cut
off inactive file at the end of each fiscal year; *ransfer to local holding area,
hold 4 years; then destroy. *|f policy has expired but still applies to a pendlng
claim, policy should be placed with claim file and held until claim is settled.
Once claim is settled, pol:cy shoutd be retired with claim file for period of time
ciaim file is neld. S - e et e m S - o

D2 d B e - o

Thesa instructions apply to alf prior and future accumulations of the series.

|

PRy

{ Agency Head/Oesagnea (ngnature} Date Records Management Officer {Signature/ Date
-/ 4 ¢'/ | Z/25/% - / / yZ
V-«. 4«3 . 25/%7 - T[22 ,z;., Z 247/
4 T
Stats Rewés Committee (Signature) Date
Recommendations in para- : - ‘
graph 12 are approved. State Auditor/Designee
(1f disapproved, attach letter
of explanation.) Secretary of State/Designee

Attorney General/Designee
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APPLICATION FOR RECORDS RETENTION SCHEDULE Dg::;ﬁfug;;gﬁ SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on completing this form. Forward signed ariginal to

I Jepartment of Archives and Histary, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
. Attention: Scheduling Section. ; ‘ - .
{ FOR AGENCY USE 1. Agency Address | _ ' ! FOR RECORDS MANAGEMENT USE
* apohcstion Dete Georgla Ports Authority Do Aoplication Number » -
‘ Finance Division . ' ' : '
|.___5-10-79 | Post Office Box 2406 78-240-A
 Aopticstion Number Savannah, Georgia 31402 . Oatg Recsived Dats Completed
i 67 . MAY 4 4 1979 | L 2 O\i979
; 2. Person to Contact Working Title Telephone Number
i _Robert W. Smithers |nsurance Manager ' 964-1721, 296
. 13, Action Requested ' >
i 3. J Estaonsn Retention Schedule; record will continue ta accumulate.
! 5. O Dispose of prasent accumuiation; no further accumutation anticipated. . ,
1__ ¢ X Amend Aoplication No. ... 78-240 Check One; & Change; O Supercede; O Void
- - 4. Dates of Seriss 5. Records Serias Title (fotlowed by ttle used in office; if different)
! Zarliest latest ' ' _ -
! 1961 | To Date ' ¢ = Insurance Policies File
3 !‘_5 Limision and Citics Function What is the functioh of the Givision and the Office in which this recard series is crestea?

The Director of Finance is responsible for the accounts of the Authority and establishes and
malntains accounting mMethods and procedures for the Authority. He approves all expenses for
the Directors' meetings; is responslible for the auditing and accounting provisions of all
contracts, leases and agreements of the Authority; provides profection of +he assets with
adequate Internal cdntrol procedures and assures proper insurance coverages for +he‘A9+borITy‘s
properties; and coordinates the preparation of the annual budget with the various dlylsaons.
Under his supervision, monthly financial statements are published and related finapcial and
cost data reports are prepared and distributed.. The purchasing function 1s also a part of

his responsibility as well as the maintenance of all contracts, leases and agreements of the
Authority.

f : FAY
7. Record Series Description This file contains the following documents finclude form numbers and title&, if any).
: Attach sampies of the file. _ .
Documants relating to: Insurance policies covering G,P,A,
included ars: ST . Insurance policies and-related cor'respondence.
File is arranged: Alphabetical ly by company name.
8. Monthly R_aferenea Rate " How often are r“ecordsv referred to wh{gho are: 3
One to six months oid ; Seven to twelve months oid ; Thirteen to twenty-four manths old :
twenty-five menths and oider 0 7
9. Annual Rate of Accumulation of Rerords 1
Letter-size drawers ; Legalsize drawers . __; Shelves ; Other (specity)
TA—S6-71 Rev, 78 " (Gvar)

& o
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st ViR QI A 17 L€ DTOR2r Column)

a. !s this the official copy of the saries? R ' A ._

X If not, where is it? _ o

« b. Does the series contain confidential mformat:on requiring security handling? If ves, cite law of reguiation. l

. . L :

X c. Is this a vital record? f 7 7 L

X d. Does this series have historical or long term research value? . ' B i

e. When one or two documents in the file make it necessary to keep the entire file for a'long periad, could these

X documents be scheduled separatelv? e o _%

X 1 £ lsthainfor ) ves. at ch_cém,_,;

% g. Is the information contained in this series ever analvzed and/or recorded ina summanzed report?

_ ___If ves attach coov. - . - ;

; x ,hf Is thers a duplication of this series in vour office, or in another offlca or agency? ‘
? 1 ves where? ;
X L 6 ds mmss_(eu.mma_qn_mmmm\c micrafilmed? — -
1 % 1 i Doesthe record series result in 2 computer printout? AR ;

11. Retention Requirements The foitowing requires the series to be kept:

i . U dam et B 1 ke

—————

a. State Law _ g s YOATS, d. Audit period _ years,
; . Statute of limitation — e YRArS, - ¢. Administrative need 4 .vears, ;
. o Saderal law years. - §. Federal retention instructions years, .
: Attach copy of excerpt of laws or requiations. Explain administrative need. |- IR
12, Aporaved Disposition instructions _ This agency reCommends that the fnle series be cut o*"f at the end of each I 1
ST . L Q Calandar Year; O thl Year; EJ Other — i et e mn e TN,
a Hotd in the current files ares rnonth(s} {ear(s) then T S B !
X Transfer to local holding arza, hold AN vear(s).then A o T T .
O Transter to State Records Center; hold year{s); then ~ - oo T ST |
X Destroy. . ) o
O Transfer to State Archives for permanent retention, '
Other [Specify)
upon expiration of policy, remove from active file and place in inactive filej
cut off inactive file at end of each fiscal year; then transfer to local holding
area, hold 4 years; then destroy.
f - *- - _
i
t
These instructions apply to ail prier and future accumulations of the series, ; ,
| Agency Head/Designee (Signaturs) Date | Records Management Officer (Signapsel/ A | Qate t
| S L2 g7077
Date
Recommendations in para-
graph 12 are approved. State Auditgr/Designee 7“ / sﬁ__
{If disspproved, attach letter '
of explanation.) Secr%%e/oesignee 7/ é: 7?
7
?' Artorney Cena'al’DesagneP
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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

‘ RECORDS MANAGEMENT, DIVlSION

INSTRUCTIONS See Publmtuon No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitot Avenue Atlanta, Georgua 30334,
Attentnon Scheduling Section. j :

[ FORAGENCYUSE [ 1. Agency Address T FOR RECORDS MANAGEMENT USE |
[ Appiication Date Georgia Ports Authority : Application Number ,
9-13-78 * | Finance Division 78_ 2\40
o~ , Post Office Box 2406 . SRS
Applacat|o§7Number Savannah Georgi a 31402 Data Received Date COrnpleted
S 7 0CT -3 1978 qCT 23 197
2. Parson to Coni;ct B N 7Wo,rking Title Tulephona Number
|__Robert W. Smithers Insurance Manager 964-1721, 296
3 Action Reguestad
3. K] Estaonsn Retention Schedule;: fecord will continue to accumulate.
'b. [0 Dispose of present accumulation: no further accumulation anticipated.
¢. O _Amend Application No. Check One: [0 Change; [J Supercede; [ Void o
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earfiest Latest )
1961 | To Date _ - - Insurance Policies File
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Director of Finance is responsible for the accounts of the Authority and establishes
and maintains accounting methods and procedures for the Authority. He approves all
expenses for the Directors' meetings; is responsible for the auditing and accounting
provisions of all contracts, leases and agreements of the Authority; prov1des protection
of the assets with adequate internal control procedures and assures proper insurance
coverages for the Author1ty s properties; and coordinates the preparation of the annual
budget with the various divisions. Under his supervision, monthly financial statements’
are published and related financial and cost data reports are prepared and distributed.
The purchasing function is also a part of his responsibility as well as the maintenance
of all contracts, leases and agreements of the Authority. v

1

7. Reeord Senes Descﬂptlon ~ This f-.le contains the fouowmg documents (mclude form numbers and titles, if any):
~ Attach samples of the file.
Documents relating to: Insurance policies cover1ng G.P.A.
Included are: - tnsurance policies and re]gted correspondence.

File is arranged: Alphabetically by company name.
8. Monthly Reference Rate How often are records referred to which are: ) I
One to six months old 200 Seven to tweive months oid 100 —...; Thirteen to twenty-four months old 3 S

tolder ~ 0

twenty-five months and older_>. ¥ __?

9. Annual Rau of Accumulation o of Rerords T 1
Letter-size drawers . __ . _; Legal-size drawers

;Shelves ________ __:Qther (.soécify} -

I . .
AR-S0=71; Rev.76 {Over)
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[ves _NO 10. Questionnaire ] (Place an “X" in thggg_qgr column} o s _ -

a. Is this the official copy of the series? _
| XL 1. _. .)fnot whereisit? -‘ . e o

b. Does the series contain cpnfidential information requiring secdrity handling? If yes, cite law or regulation.

P 5 —— ks - e

X_ | c_ls this a vital record? ' " . , g b ]
X ‘

i

_d. Does this series have historical or long term research value? : ’
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

L X _ | . documents be scheduled separately? . , e ]
X_1 1, lLﬁWM&M&RI&UbUMJiMQQDV ’ .

[12. Aooroved Dusposltlon Instructions Thss agency recommends that the flle series be cut orf at the end of each

. 'Is the information contained in this series ever analyzed and/or recorded ina summarnzed report?

| _ I X 1 __ If ves, attach copy, e
h Is there a duplication of this series in your office, or in another offlce or agency?
L X | Myves, where? - , . _ S—

A . S| LJimMLeslammmmmu_egu}aMJqqtumedL.. e — iy
1 X | i _Does the record series result in a computer printout? . . .

A o — e

11. Retention Requirements . The following requires the series to be kept:
a. State Law . years. d. Audit period , ' A..vears.
b. Statute of limitation ‘ . _.years. _ e Administrative need . 4 years.
¢. Federal law s ] years, f. Federal retention instructions . years,

Attach copy or excerpt of laws or regulations. Explain administrative need.

| Calendar Year 3] F:scal Year; EI Other .z : then,

X Hold in the current files area __z__month(s) ___.__,2 L vear(s) then
Transfer to local holding area, hold _é_z__m,.,_year(s) then - -
{0 Transfer to State Records Center; hold ___L____. year(s); then
X Destroy. R ‘
0 Transfer to State Archives for permanent retentmn
XXXOther (Specify)

Upon expiration of policy, remove from active file and place in inactive file;
cut off inactive file at end 6f each fiscal year; hold in current files area
. 2 years; then transfer to local holding aea; hold 2 years; then destroy.

H
H

These instructions appiy to all prior and future accumulations of the series.

4

Eénﬂ_;géag_lgeiigiiee fél;qnatura} __Date Reoords Management Officer (ngnarure} -7 Date
) Date
Recommendations in para- : : é[\
graph 12 are approved. State Auditor/Designee (o 1«0"7(

(If disapproved, attach letter
of explanation.) Secre%atemesignee /’0 -L3- 75

, ¥ . s _
Attorney General/Designee /% W [0-1v-? y

AR-50~71; Rev,76 (Reversp Alad)




